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Introduction

This qualification is intended to develop a basic knowledge and understanding of language and 
literacy frameworks including personal and social factors that influence language and literacy 
learning and development as well as an advanced level of personal English usage. It is also 
intended to develop skills in supporting learning at a variety of levels with adult literacy learners.

The Qualification

The qualification is aimed at two major groups of staff in post-16 education

• Learning Support Assistants
• Non-Specialist Teachers (embedded adult literacy support)

Learning Support Assistants

a the qualification is suitable for those who work as learning support assistants, for example in
a workshop environment or a class. It may also be appropriate for assistants working in 
Learndirect centres supporting learners with online learning.

Candidates seeking to pursue a career in this area should take Unit 5 as their support 
practice unit. They must be working under the guidance of a trained adult literacy specialist.

b the qualification is also useful for those whose primary job is to support people with specific 
learning difficulties or disabilities, or those with special requirements in an educational 
setting such as communication support workers. In this case the qualification should be 
delivered in the context of the learning needs of particular groups of learners. 

Candidates seeking to work in a learning support role should take Unit 5 as their support 
practice unit. The candidate should always be under the guidance of a trained adult literacy 
specialist.

Non-Specialist Teachers (embedded adult literacy support)

The qualification is appropriate for teachers of other subjects who provide embedded adult
literacy support for their learners, either in class or at other arranged times. This might be in
colleges, community settings, vocational training or work-based learning.

Candidates seeking to work in a non-specialist teaching role should take Unit 6 as their support
practice unit. They must have access to guidance from a trained adult literacy specialist.
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Working with the Subject Specifications for adult literacy at levels 3 and level 4

The content of the Level 3 Certificate in Adult Literacy Support, in particular Units 2–4, covers 
many of the same themes and concepts as the Level 4 Certificate for Adult Literacy Subject 
Specialists (9485). 

The difference is one of depth. At level 3 candidates are expected to be able to describe and 
reflect, whereas at level 4 they would also need to be able to analyse and discuss.

At level 3 candidates are expected to demonstrate a basic understanding and awareness of 
the knowledge and concepts covered.  They should be able to use key terminology, eg to be able 
to use the term phonics accurately, and be able to describe the key elements of a concept or 
theory in terms of its relevance to working with adult literacy learners.  For assessment purposes, 
candidates should be asked to describe or list in their assessments, to reflect on the 
implications for practice, and to demonstrate their basic understanding when working with 
learners.

At level 4, candidates are expected to demonstrate a deeper understanding and confidence
with the theories and concepts covered.  They should be able to use a broader range of
terminology with accuracy and confidence.  They should analyse, compare and discuss
concepts and theories, and reflect on their implications for practice. Their understanding should 
be developed through their personal reading and this reading evidenced in their written 
assignments.  They should demonstrate they can relate this deeper understanding to practice 
both in their assignments and in their observed teaching practice.
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Qualification structure

The Level 3 Certificate in Adult Literacy Subject Support consists of the following units:

Unit number Unit title Suggested 
Contact  
hours

Hours of 
Practice

Unit 1 Personal communication skills 20-30 hours

Unit 2 Knowledge and understanding of 
language and literacy frameworks

10-15 hours

Unit 3 Personal and social factors and their
impact on individual learners

10-15 hours

Unit 4 Language and society: factors influencing 
language and literacy development

10-15 hours

Unit 5 Learning support theory and practice 
(Learning Support Assistants)

10-15 hours 15 hours

Unit 6 Learning support theory and practice 
(Non-Specialist Teachers)

10-15 hours 15 hours

Candidates must achieve units 1, 2, 3 and 4 and either 5 or 6 for the award of a full Level 3 
Certificate in Adult Literacy Subject Support.

There are two award registration routes:

• 9483-01 is for candidates seeking to achieve the full qualification. It has a one-off fee payable 
on registration.

• 9483-90 is for candidates who may not necessarily be in a position to achieve the full 
qualification. It has a reduced registration fee although there is a further charge for each unit.

Related qualifications

In addition to this qualification, the following City & Guilds qualifications are available in the adult 
literacy, ESOL and numeracy sectors:

For basic skills learners

3792 Certificates in Adult Literacy and Adult Numeracy
3797 Preparing for Employment
3798 Numberwise
3799 Wordwise

For those supporting and teaching learners

9484 Level 3 Certificate in Adult Numeracy Subject Support
9485 Level 4 Certificate for Adult Literacy Subject Specialists
9486 Level 4 Certificate for Adult Numeracy Subject Specialists
9487 Level 3 Certificate in ESOL Subject Support
9488 Level 4 Certificate for ESOL Subject Specialists

Information on these schemes is obtainable from City & Guilds Customer Relations or from our 
dedicated website www.basic-skills.org.uk.
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Assessment 

National standards and rigorous quality assurance are maintained by the use of

• one externally set and externally marked assignment for Unit 2
• two externally set and internally marked assignments for Units 3 and 4
• portfolio evidence for Units 1 and 5 or 6
• quality assurance provided by the centre and monitored by City & Guilds’ external verification 

system, to ensure national standards are maintained.

Units are graded Pass/Refer only.

Unit title Component 
number

Assessment regime

Personal communication skills 001 Portfolio evidence that is 
internally assessed, internally 
verified and externally verified

Knowledge and understanding of 
language and literacy frameworks

002 Externally set assignment that is 
externally marked 

Personal and social factors and their 
impact on individual learners

003 Externally set assignment that is 
internally marked, internally 
verified and externally verified

Language and society: factors 
influencing language and literacy 
development

004 Externally set assignment that is 
internally marked, internally 
verified and externally verified

Learning support theory and practice 
(Learning Support Assistants)

005 Portfolio evidence that is 
internally assessed, internally 
verified and externally verified

Learning support theory and practice 
(Non-Specialist Teachers)

006 Portfolio evidence that is 
internally assessed, internally 
verified and externally verified

Candidates with particular assessment requirements

Guidance on special arrangements for candidates with particular assessment requirements is set 
out in the City & Guilds document Access to Assessment.

Where producing certain types of evidence creates difficulties, through disability or for another 
reason, candidates might be able to use other ways of demonstrating achievement. When 
considering this, it is important to distinguish between what might be appropriate help or support 
for candidates undergoing a programme of learning and what is reasonable when assessing 
candidates’ independent achievement of the unit outcomes.

Arrangements for internally assessed units (1, 3, 4 and 5 or 6)

Unlike the Unit 2 assignment that is externally set and marked, there are relatively few artificial 
constraints on how work can be gathered and presented, although candidates are only eligible for 
certification where they are able to independently demonstrate all of the skills required by the unit 
outcomes. It is therefore extremely important to carry out proper initial assessment of candidates 
at the beginning of their programme to determine whether this is an appropriate target 
qualification.



Level 3 Certificate in Adult Literacy Subject Support (9483) 9

Where candidates need special arrangements or equipment for producing their work, this should 
be discussed and agreed well in advance with both the scheme co-ordinator and external 
verifier. Any provision made should reflect:

• the candidate’s normal way of working
• the support to which the candidate is entitled and which is routinely available.

Any work produced must show the candidate can independently meet the relevant unit outcomes 
in full regardless of the process or method used, and must be evident to the assessor and 
internal/external verifier. Where any particular equipment has been used to complete an activity, 
this should be clearly noted.

Arrangements for Unit 2

See ‘External Assessment’ section.

Clarification of the requirement for 15 hours subject support practice (Unit 006: Non-
specialist teachers)

The requirement is for a total of 15 hours subject support practice, including some one-to-one 
support practice and at least 8 hours working with at least two learners at different levels (small 
group).

For a non specialist teacher, this is defined as being within their subject support practice, ie within 
their core teaching role. For example, a social care teacher delivering NVQ Level 2 in Social Care 
would be expected to complete the 15 hours as part of their main teaching role, but demonstrate 
during that period that they are able to work one-to-one and with small groups as the need Is 
identified, and according to the targets In the learners’ Individual Learning Programmes (ILPs). 
They would not be expected to work for the whole of the 15 hours in a one-to-one or small group 
setting supporting learners.

The aim of their role is to work with a subject specialist to plan and identify targets for learners 
according to identified needs of the core course and the initial assessment reports. Using this 
knowledge and understanding, plan and support the learner(s) to access the literacy/ numeracy 
skills development within the core course content. It would be unrealistic to expect that non 
specialist teachers would be in a one-to-one or small group support situation for the whole 
duration of the teaching time, but they do need to demonstrate that they can effectively 
differentiate and support learners’ literacy and numeracy within the core teaching role.



Level 3 Certificate in Adult Literacy Subject Support (9483)10

Centre and scheme approval

Existing City & Guilds centres wishing to offer City & Guilds qualification must first gain scheme 
approval.  

New centres must apply for both centre and scheme approval.

Existing City & Guilds centres will need to get specific scheme approval to run this Qualification.

Full details of the process for both centre and scheme approval are given in Providing City & Guilds 
qualifications – a guide to centre and scheme approval which is available from City & Guilds’ 
regional/national offices. 

City & Guilds reserves the right to suspend an approved centre, or withdraw its approval to 
conduct a particular City & Guilds scheme or schemes, for reasons of debt, malpractice or for any 
reason that may be detrimental to the maintenance of authentic, reliable and valid qualifications, 
or that may prejudice the name of City & Guilds.

Quality assurance

Quality assurance includes initial centre approval, scheme approval, the centre's own procedures 
for standardising and monitoring quality and City and Guilds' ongoing monitoring by an external 
verifier. Details of City & Guilds criteria and procedures, including roles of centre staff and external 
verifiers can be found in Providing City & Guilds Qualifications - a guide to centre and scheme 
approval. 

The centre must provide the following:

• facilities adequate for the operational and administrative requirements of the scheme and a 
centre co-ordinator who will be the point of contact for City & Guilds

• internal quality assurance procedures
• approved assessors to conduct the assessments
• facilities to offer assessments in all the units of the qualification for which they are approved.

An approval visit will be arranged and an external verifier will check the centre has access to 
personnel, equipment, facilities and resources to provide proper assessments normally related to 
a practical workplace situation.

The centre must be able to provide secure arrangements for the storage of assessment 
documents and records, ensuring that there are appropriate opportunities for open 
communication between the course team, scheme co-ordinator and external verifier.

The following is a summary of the key roles involved in the successful implementation and 
assessment of the scheme.

Centres must appoint an overall scheme co-ordinator who acts as a single named contact for the 
external verifier. This person has overall responsibility for ensuring the scheme is managed 
effectively and consistently throughout the centre. The scheme co-ordinator might sometimes be 
known as the ‘internal verifier’.

The role of the scheme co-ordinator is to:

• liaise with City & Guilds
• provide a centre with a policy and guidelines for the delivery of the qualifications
• plan and manage the implementation of the qualifications
• ensure there are adequate resources – both staff and materials
• maintain the quality assurance processes, including internal verification
• establish and monitor candidate support systems
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• ensure all staff carrying out assessment are familiar with and understand the assessment 
requirements

• ensure internal moderation and standardisation of assignments
• ensure that assignments and candidate evidence are available and clearly organised and 

accessible for the external verifier
• ensure that all City & Guilds documentation is completed when required.
• ensure that where several members of staff are involved in the delivery of the Qualification

there is a consistent interpretation of the requirements
• provide a checklist for induction of course teams.

In large organisations the internal verification process may be shared between more than one 
person, although the scheme co-ordinator remains formally responsible to City & Guilds for quality 
assurance.

The internal verification process involves the following:

• ensuring that all assessors consistently and accurately interpret and apply the qualification 
requirements

• ensuring that all candidates’ achievement records meet the requirements of City & Guilds
• ensuring that the assessor receives prompt, accurate and constructive feedback
• ensuring that all claims for Unit 1 APL exemption Unit are checked and accurate records kept
• planning an overall sampling strategy
• providing and maintaining a sampling matrix covering the work of every assessor and a 

sufficient range of candidates
• examining a sample of assessment plans from every assessor
• checking the judgements being made by individual assessors
• checking that all assessors are making consistent judgements, in line with national 

expectations
• checking that the evidence is clearly organised and ready for the external verifier.

This process will require opportunities for assessors to meet to exchange work under the 
guidance of the internal verifier. Records must be kept of these meetings.

At all stages of the internal verification process feedback must be given to assessors.  Names of 
those responsible for assessment must be attached to evidence.  When the internal verifier 
samples a particular piece of work this should be indicated on the work and on the recording 
documents if appropriate.

The role of the assessor is to:

• ensure that each candidate is fully briefed on the qualification requirements
• provide guidance and support to candidates on the assessment requirements for each unit
• assess the extent to which each candidate’s work contains evidence to demonstrate that the 

assessment requirements have been met
• provide each candidate with prompt, accurate and constructive feedback
• keep accurate and legible records
• meet with the co-ordinator and other tutors to monitor, agree and maintain standards.

Assessors and internal verifiers must be fully conversant with the assessment process 
and have an appropriate level of competence in the specialism being assessed, ideally 
at least one level above.
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The external verifier

External verifiers are appointed by City & Guilds to ensure that all assessments undertaken within 
centres are fair, valid, consistent and meet the requirements of the standards. They maintain the 
quality of implementation through sampling assessment decisions made by the centre and 
providing constructive feedback and support to centres.

External verifiers are responsible for:

• visiting centres at regular intervals to monitor the quality and consistency of assessments 
practices and procedures against the qualification requirements, for example, by observing 
assessments being carried out, obtaining feedback regarding assessment practices and 
progress from candidates

• providing feedback to City & Guilds on centre performance in maintaining consistent 
application of the national occupational standards

• ensuring that centres continue to meet the centre approval requirements.

The role of the external verifier is to ensure that:

• centres are following the assessment specifications published by City & Guilds
• centres interpret standards consistently
• centre documentation meets the requirements of City & Guilds
• centres carry out internal verification of candidate work.

When carrying out monitoring visits, the external verifier will require to see:

• a record of all units completed by candidates
• the completed assignments (including candidate guidance) and internally assessed work by 

candidates for whom the centre intends to seek certification
• a record of which tutors have been responsible for which units
• evidence of regular meetings and a team approach to maintaining the quality standards
• evidence related to APL candidates.

Appeals procedure

Centres must have their own, auditable, appeals procedure. If a candidate is not satisfied with the 
assessor’s judgement of their competence during the assessment process, or a candidate feels 
that the opportunity for assessment is being denied, the scheme co-ordinator and head of centre 
should, in the first instance, address the problem. If, however, the problem cannot be resolved, 
City & Guilds will arbitrate and the external verifier may be approached to offer independent 
advice. All appeals must be clearly documented by the scheme co-ordinator and made available to 
the external verifier or City & Guilds if advice is required.

Should occasions arise when centres are not satisfied with any aspect of the external verification 
process, they should contact the appropriate City & Guilds regional/ national office.

Course Design

Tutors/assessors should familiarise themselves with the structure and content of the Qualification 
before designing an appropriate course.

City & Guilds does not itself provide courses of instruction or specify entry requirements. As long 
as the requirements for the Qualification are met, tutors/assessors may design courses of study in 
any way that they feel best meets the needs and capabilities of the candidates. Units are broadly 
the same size and centres may deliver them in any order they wish and may wish to introduce 
other topics as part of the programme which will not be assessed through the qualifications (eg to 
meet local needs).
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It is recommended that centres cover the following in the delivery of the course where 
appropriate:

• the key skills qualifications and/or wider key skills
• equal opportunities.

This qualification is at level 3 of the National Qualifications Framework (NQF) and is in the 60-90 
guided learning hour range.

Candidates seeking to work towards this qualification must be competent in literacy to at least 
level 2 at the time they begin their programme. This can be demonstrated through 
achievement of the Adult Literacy national test (City & Guilds scheme 3792) or through other 
relevant qualifications or experience.

No specific prior qualifications, learning or experience are required for candidates beginning the 
course, although the nature of both the learning and assessment required for the qualification is 
such that candidates will need to be able to read and interpret written tasks and to write answers 
in a legible and understandable form. Candidates will also need to be able to organise written 
information clearly and coherently.

The Award is based on specifications commissioned by the Department for Education and Skills 
(DfES) and prepared by collaboration between Further Education National Training Organisation 
(FENTO) and Qualifications and Curriculum Authority (QCA), to meet the National Qualifications 
Framework (NQF) requirements for teacher qualifications in this sector and training standards 
such as those from FENTO and the Employment NTO.

Staffing

Each member of the core team should be a graduate, or have a level 4 qualification in a related 
subject. In addition, each member should have:

both

a minimum of five years adult literacy practice 
b a specialist Adult Literacy teaching qualification at level 3 equivalent or above, such as the 

City & Guilds Certificate in Teaching Basic Skills. The City & Guilds Initial Certificate in 
Teaching Basic Skills is not appropriate for this purpose

and one of the following:

c experience of delivering teacher-training in post-16 context, training trainers, or training the 
supporters of learning

d certificate in education or a comparable full level 4 qualification in post-16 teaching and 
learning 

and one of the following:

e experience of embedding basic skills in a vocational context
f experience of providing support within a learner support service

and should have relevant and recent experience of continuing professional development related 
to the relevant national basic skills strategy (eg Skills for Life in England or the Basic Skills Strategy 
for Wales).

Input on other areas of the qualification that cannot be covered by the core team should also be 
delivered by a qualified specialist, for example, a trained dyslexia or English specialist.
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Resources

Centres must have an adequate learning environment. Candidates should have access to 
resources that are accessible and reflect the level 3 specialist nature of the qualification, i.e. 
specialist reading materials, such as books, up to date information technology and specialist 
software, journals, published teaching materials, etc. Some resources appropriate for level 4 may 
not be appropriate for the level 3 course and candidates should be advised of those relevant to 
this level.

The centre must provide the following:

• facilities adequate for the operational and administrative requirements of the scheme and a 
scheme co-ordinator who will be the point of contact for the external verifier 

• internal quality assurance procedures
• approved assessors to conduct the assessments
• facilities to offer assessments in all the units of the qualification.

An approval visit will be arranged and an external verifier will check the centre has access to 
personnel, equipment, facilities and resources to provide proper assessments normally related to 
a practical workplace situation.

The centre must be able to provide secure arrangements for the storage of assessment 
documents and records, ensuring that there are appropriate opportunities for open 
communication between the course team, scheme co-ordinator and external verifier.

Delivery options 

It is recommended that centres specify, where appropriate, whether their courses are designed 
for Learning Support Assistants or Non-Specialist Teachers. However, where this is not possible, 
assessors must ensure that the needs of all candidates are met.

The emphasis of the programme(s) should be distinct, according to the target group(s).

Units 1–4 and either 5 or 6 must be achieved to complete the full qualification. Candidates may 
demonstrate achievement of Unit 1 in one of three ways:

• through a portfolio with evidence gathered from activities completed during a stand-alone 
programme covering the content of Unit 1

• through a portfolio with evidence gathered from the whole of the learning programme (i.e. 
from activities completed as part of units 3, 4 and 5 or 6)

• by exemption through holding one of the specified qualifications that demonstrate personal 
communication skills at level 3 (see Accreditation of Prior Learning for Unit 1 section).

Candidates must also be assessed supporting learners and Units 5 and 6 require them to provide 
evidence of their practice. Unit 5 is appropriate for learning support assistants, and Unit 6 for 
teachers of other subjects who offer learning support in adult literacy to their students.

For entry to programmes designed for Non-Specialist Teachers supporting adult literacy learners, 
candidates should normally have a level 4 teaching qualification, such as the City & Guilds Level 4 
Certificate in Further Education Teaching (7407) and/or a Certificate in Education. Practising and 
experienced teachers with level 3 qualifications that pre-date the new level 4 teaching 
qualifications such as the City & Guilds Further and Adult Education Teacher’s Certificate (7307) 
may be accepted.
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Accessing Unit 1

Unit 1 (Personal communication skills) requires candidates to demonstrate that their own literacy 
skills are at level 3. Where candidates are already apparently operating at this level, it may not be 
necessary for Unit 1 to be delivered as a taught programme, although the Initial Assignment (see 
Assessment Materials document) should be used to determine whether the candidate needs any 
explicit skills development.

Since Unit 1 is assessed by portfolio, evidence can be gathered from any part of the programme. 
However, where a candidate is going through a discrete programme covering the Unit 1 content, 
evidence can be drawn entirely from this.

Where candidates hold one of the listed qualifications that provide full or part exemption from Unit 
1 (see Accreditation of Prior Learning for Unit 1 section) the candidate is deemed to have met 
those Unit 1 outcomes.

The flow chart on the following page illustrates how to determine appropriate delivery routes for 
Unit 1.
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* If qualification is in English Literature, exemption only covers Reading and Writing Outcomes within Unit 1. Evidence must be 
produced to demonstrate the Speaking and Listening Outcomes.
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Accreditation of Prior Learning for Unit 1

Candidates can have prior achievement in relevant qualifications at level 3 credited toward the 
evidence requirements and assessment for Unit 1 of this Award. This process is limited to 
qualifications that have as their primary purpose the development of knowledge, skills and 
understanding associated with the use of English Language.

Guidance for recognising prior achievement of Unit 1 is as follows:

Speaking and 
listening

Reading Writing

Level 3 key skills qualification in Communication ���� ���� ����

AS and A Level English ���� ���� ����

AS and A Level English Language and Literature ���� ���� ����

AS and A Level English Literature ���� ���� ����

Checking entitlement

Internal verifiers must take responsibility for checking the validity of all proposed exemption 
claims. Procedural arrangements are as follows:

• the qualification must be evidenced by a certificate or results slip from the issuing awarding 
body. The original document must be seen by an internal verifier; a copy of this should then 
be taken, signed, and placed with the candidate’s assessment records.

• the scheme co-ordinator must also keep an up-to-date record of all candidates in the centre 
seeking exemption from Unit 1 (with details of the qualifications they hold) as well as a sample 
of signed certificate copies. These will be checked by the external verifier at the next visit.

Integration of theory and practice throughout the programme

The qualification incorporates both underpinning knowledge and understanding and practical 
application. Trainers will be expected to deliver the more theoretical units in the context of adult 
literacy support and to consider their practical application throughout the programme.  

Centres should ensure that:

a the course team encompasses both subject as well as pedagogic expertise 
b units 2-4 are co-tutored to reflect all three areas of expertise – adult literacy practice, 

pedagogy in the post-16 context, literacy subject knowledge, understanding and skills.
c unit 1 is co-tutored to reflect the expertise of adult literacy practice and literacy subject 

knowledge, understanding and skills
d practice should be assessed by a member of the core team to ensure integration of theory 

and practice 
e the assessment of practice for this Award focuses on “subject specific” skills and 

knowledge. 

It is particularly important that courses take account of the context in which practitioners are 
working and that the course content specifically addresses this.
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Guidance on integrating theory and practice in particular sections of the Award

Unit 1

The speaking and listening sections of Unit 1 may be used to look at some of the communication 
techniques of learning support: active listening, giving constructive feedback, and empathetic 
body language, alongside skills of explaining and presenting.

Units 2–4

These units look at personal, social and linguistic factors affecting language and literacy 
development.  The core team should ensure that the theoretical content of these units is 
continually related to practice.

Units 5 and 6 

Each unit consists of between 10 and 15 hours of delivery and 15 hours of practice, including 3 
hours of observed candidate performance.

Unit 5 addresses the principles and practice of supporting a specialist teacher with planning, 
preparing, delivering and the evaluation of teaching and learning programmes.   

Unit 6 addresses the principles and practice of designing and delivering embedded adult literacy 
support in other subject areas.

Learning Support Practice

Support and Mentoring Candidates

Whether candidates are on placement or in their own workplace, the placement specialist teacher 
(mentor) will have an important role in supporting the candidate. If the mentor is not present while 
learning support is taking place, the candidate must have regular access to the mentor.

Centres are required to establish procedures through which they will establish the quality of 
mentoring by

• supplying written guidance to mentors on their support role
• asking for a CV and reference for the placement/workplace specialist teacher where the 

candidate is carrying out their practice.

Centres are also recommended to offer mentor support training.

Requirements for Learning Support Practice

1 Learning Support Assistants (Unit 5) 

Those working, or who wish to work, as learning support assistants can complete their practice 
through the following:

• in individually arranged placements
• in their own workplace as part of their regular work under the guidance of a specialist teacher. 
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The requirements for learning support practice are as follows:

• the work of the candidate must be supervised by a specialist teacher

• the candidate must carry out the following under supervision:
a contribute learning plans for sessions, or parts of sessions
b work with learners following the programme outlined by the specialist teacher
c select, adapt and use resources to meet learning objectives, 
d keep records of learners’ progress, and review individual learning plans with learners, 

as appropriate
e carry out other support roles as appropriate
f feed back information on the learners’ progress to inform future sessions
g evaluate learning support sessions.

The mentor’s role will be to:

a review all initial assessment information, records and learning programmes relevant to the 
individual or groups with whom the candidate is working

b discuss, supervise and monitor activities carried out by the candidate, including planning, 
content, support approaches and choice of resources

c carry out regular evaluations with the candidate, reflecting on the candidate’s role and the 
student learning that has taken place

d keep a signed record of supervision sessions and make these available to the candidate and 
the core team.

2 Non-Specialist Teachers (Unit 6)

Candidates will usually be teaching on their own programme, but they should be supervised by a 
specialist literacy teacher. 

The requirement for teachers of other subjects offering adult literacy support to students in their 
classes is that they must carry out the following under supervision:

a initial assessment of students’ literacy needs alongside subject requirements
b adapt learning plans and schemes of work to take into account the needs of literacy learners 

in their classes
c develop teaching and learning activities which incorporate embedded literacy support
d select, adapt and use resources to meet subject and literacy learning objectives
e keep records of learners’ progress in both subject and literacy development, and review 

individual learning plans with learners; use this information to plan future learning
f evaluate embedded literacy support sessions. 

The mentor’s role will be to:

a review all initial assessment information, records and learning programmes relevant to the 
individual or groups with whom the candidate is working

b discuss, supervise and monitor activities carried out by the candidate, including planning, 
content, support approaches and choice of resources

c carry out regular evaluations with the candidate, reflecting on the candidate’s role and the 
student learning that has taken place

d keep a signed record of supervision sessions and make these available to the candidate and 
the core team.

Assessment of adult literacy learning support

Assessed observation should be carried out by the core team. There should be 3 hours of 
observed candidate performance. Detailed advice on observation criteria and the content of the 
learning support practice portfolio are given in the relevant unit guidance.



Level 3 Certificate in Adult Literacy Subject Support (9483)20

Requirements for observations of experienced adult literacy specialist teachers

Candidates must observe two specialist adult literacy teachers working with groups or individuals 
in different situations. This will be part of the assessment for Unit 5 or 6.

Registration and certification

• for the award of the full certificate, candidates must successfully complete all of the units 
required.

• candidates must be registered at the beginning of their course. Centres should submit 
registrations using Form S (Registration) or the Walled Garden, under scheme and award 
number 9483-01 or 9483-90.

• when all assessment requirements for units 1, 3, 4 and 5 or 6 have been successfully 
completed, internally and externally verified, candidate results should be submitted on 
Form S (Results). Centres should note that results will not be processed by City & Guilds 
where verification records are not complete. 

• unit 2 is externally assessed – see External Assessment section for details of how this should 
be completed.

• candidates achieving one or more assessment components will receive a Certificate of Unit 
Credit listing the units achieved. Candidates achieving all of the required units will, in 
addition, be issued a full qualification Certificate.

• full details on all the above procedures are given in the Directory of Vocational Awards
published annually by City & Guilds.  This information also appears on City & Guilds Website 
www.city-and-guilds.co.uk
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External assessment (Unit 2 Knowledge and understanding of language and literacy 
frameworks)

This is assessed by an assignment that is set and marked by City & Guilds. The assignment should 
only be attempted once all the content for Unit 2 has been covered.  

The conduct and marking arrangements for the assignment are in many respects similar to those 
that operate for City & Guilds written examinations. The assignment may be completed at any time 
during a number of fixed five-day windows. These are set out in the City & Guilds Directory of 
Awards.

Candidates have a time allowance of up to 3 hours for completing the assignment, and may only 
bring a pen with black or blue ink. Course notes are not permitted.

Results are issued in line with City & Guilds normal timescales for written examinations (40 working 
days).  Candidates must be entered in advance for the assignment (see City & Guilds Directory for 
further information).

We reserve the right not to mark any assignments received from un-entered candidates. 
Late entry fees will be charged where entries have been made after the published City & 
Guilds exam entry closing date. 

The process is as follows:

1 as soon as the candidate’s intended assignment window is known, a Dated (examination) 
Entry must be must be made for Unit 2 using Form S or the Walled Garden. The ‘Dated 
Examination/Entry’ box on Form S must be ticked indicating the appropriate month. 
Component 002 must also be specified in the spaces underneath the candidate’s name.

All entries must be received by City & Guilds no later than the beginning of the month prior 
to the window (eg 1 March for an April assignment).

Note the candidate must first be registered for the qualification (either 9483-01 or 9483-90) 
before being entered for the assignment (see ‘Registration and certification’ above).

2 City & Guilds will issue confirmation that the entry has been accepted (on a Nominal Roll 
Report) and will issue the following exam stationery shortly before the window: 

• Invigilation Certificate/Marksheet (ICM) – this includes details of the marker to whom the 
completed assignment(s) should be sent

• Individual Timetable (ITT) – confirmation for the candidate that an entry has been made.
• Packs of assignment question/answer booklets – sufficient for the number of candidates 

entered.

3 The assignment is live assessment material and should be given to the candidate ‘unseen’ 
during the five-day assessment window.

Safe custody of assignments and other materials

City & Guilds will send out sufficient assignment question/answer booklets for the number of 
candidates entered. These must be checked carefully on receipt and the Question Paper 
Despatch Unit (telephone 020 7294 3402) notified immediately if there are any problems, 
eg:

• if there are any discrepancies between the material received and the despatch advice 
note

• if the material received appears not to meet the centre’s requirements
• if the material has been significantly damaged in transit
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• there appears to have been any possible breach of security whilst the material was in 
transit.

The scheme co-ordinator is responsible (with the centre’s examinations
co-ordinator where applicable) for ensuring the assignments are locked away in a place of high 
security.

City & Guilds must be informed immediately if the security of the assignment has been put at 
risk by fire, theft, loss, damage, unauthorised disclosure or any other circumstances.

The assignment question/answer booklets are delivered in sealed packets of five which ideally 
should be opened in front of candidates immediately before they are due to begin the 
assignment.

Where it is not possible to avoid opening packets in advance (eg where it is necessary to 
transport papers to multiple sites/locations or where candidates are taking assignments at 
different times) the scheme co-ordinator is responsible for ensuring the security and integrity 
of the assignment is maintained throughout. If the assignments are taking place on more than 
one site, the scheme co-ordinator is responsible for ensuring the correct number of booklets 
and supporting materials are delivered to each site.

Only persons authorised by the scheme co-ordinator may have access to the question/answer 
booklets.

Scheduling

Assignments may start at any time on the dates permitted and candidates need not all take the 
assignment at the same time. 

The scheme co-ordinator must take all reasonable steps to eliminate the risk of collusion 
between candidates taking the assignment at different times during the window, or between 
candidates and anybody else.

Candidates may only attempt the assignment once during each window.

The assignment must be carried out under supervised conditions (see below). All copies of 
the completed assignment in the question/answer booklet must be collected in by the 
scheme co-ordinator at the end of the session and despatched to the marker as instructed.

4 The supervisor must complete the ICM during the assignment session, indicating whether 
each candidate is ‘present’ or ‘absent’, and should sign and date the invigilator box. The top 
two copies of the ICM should be sent directly to the marker with the assignment, with the 
centre retaining the back copy. The marker’s name and address is displayed in the bottom left 
corner of the ICM. 

Completed assignments must be sent to the marker by the last day of the assessment 
window.

5 Once the assignment has been marked, City & Guilds will notify the centre of the candidate’s 
result on a Results List. Assignments are graded ‘Pass’ (P) or ‘Refer’ (X) and successful 
candidates will receive a Certificate of Unit Credit confirming completion of Unit 2. Please note 
that assignments are not returned to the centre.

6 Centres must retain a copy of the Results List for their records.

7 Candidates who are unsuccessful may re-attempt the assignment and the entire e
entry/submission process will need to be repeated. 

Definition of supervised conditions

The assignment must be completed under supervised conditions, that is:
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• candidates must be continually supervised by a reliable person
• all necessary facilities must be available to candidates
• the time restriction must be complied with
• candidates’ work must be independent and unaided.

Supervised conditions does not necessarily have to mean a traditional ‘exam’ type environment, 
although this would be acceptable. It is important to set candidates at ease about what is 
expected of them.

The scheme co-ordinator is responsible for ensuring the assignment is completed in a suitable 
venue whether on or off the centre’s own premises. Sessions may be held in any suitable venue 
where supervised conditions can be assured. 

The venue must be free from extraneous noise and enable candidates to work without 
disturbance or interruption for the duration of the session. Any room used as a thoroughfare, or 
where persons not directly concerned with the assignment may gain access, must not be used.

The seating arrangements must be such as to prevent candidates from overlooking, intentionally 
or otherwise, the work of others, and with sufficient space to accommodate question/answer 
books and all other required materials.

Suitably informed and briefed adults must carry out supervision. As with any form of assessment, 
the scheme co-ordinator should be fully aware of potential conflicts of interest between a 
candidate and supervisor and take all reasonable steps to prevent any such conflict.

Supervisors must give their whole attention to the proper conduct of the assignment session for 
its duration and there must be a sufficient number of supervisors in the room to monitor all of the 
candidates present. We would strongly recommend there being more than one supervisor if a 
group of more than 30 candidates is being supervised at the same time. The supervisor must be 
able to summon assistance easily without leaving the room or disturbing the candidates.

The supervisor(s) must be satisfied as to the identity of every candidate attending. All candidates 
must have been registered for the qualification with City & Guilds and entered for the assignment in 
advance. The ICM will list the candidates who have been successfully entered. The supervisor must 
complete the ICM during the session. 

Candidates should not be allowed more than three hours to complete the assignment.  Where a 
group of candidates is working on the assignment at the same time and a candidate arrives after 
session has started, s/he may be allowed to attempt it provided undue disruption is not caused to 
the other candidates.

Candidates should be regularly made aware of the time remaining whilst working on the assignment, 
either through a visible clock or the supervisor providing periodic time-checks.

Candidates must be accompanied by a supervisor if allowed to leave the room temporarily during a 
session, for example for comfort breaks. In these circumstances candidates may be allowed extra 
time to compensate for their temporary absence. Candidates leaving the room before the end of the 
session must not cause any disruption to the remaining candidates. 

The supervisor should check that candidates have identified their work as instructed.

At the end of the session(s), the supervisor must collect the candidates’ question/answer books and 
any other materials that are to be submitted before leaving the room. Candidates’ work must not be 
photocopied or read by any person prior to despatch. 
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Irregularities

It is the duty of the supervisor to ensure any cases of irregularity or misconduct in connection with 
the assignment are reported to the scheme co-ordinator as soon as possible. Any infringement of 
the regulations may lead to a candidate’s disqualification from the assignment.

City & Guilds will disqualify candidates where there is clear evidence of collusion, or where work 
appears not to be candidates’ own. Such candidates can be re-entered at a subsequent date

In the event of an unforeseen emergency (eg fire alarm, bomb alert etc) that requires candidates to 
leave the room, the supervisor must first ensure the candidates’ safety. Where an evacuation is 
necessary all candidate paperwork must be left in the room and, if possible, the room should be 
made secure. Candidates should remain under supervision whilst outside if at all possible. The 
session may recommence afterwards.

Special arrangements for the Unit 2 assignment

Where special arrangements are required for candidates with particular assessment requirements 
attempting the Unit 2 assignment, permission should be sought from City & Guilds in advance. 
Details of the procedural arrangements and the form to complete (T/1060) are set out in the City & 
Guilds document Access to Assessment.

Requests for special arrangements should be made to:
Co-ordinated Assessment Services
City & Guilds
1 Giltspur Street
London
EC1A 9DD

Appeals against external assessment decisions

Any appeals arising from the externally marked assignment results should be made in writing to Co-
ordinated Assessment Services within six months of receiving the results (see above). The letter 
should include

• the name and centre number of the centre
• the name(s), enrolment number(s) and date(s) of birth of the candidate(s)
• the Award number the candidate is registered under (eg 9483-01)
• the processing period/year or exact date of the assessment window.

A fee will be charged for this service (see the City & Guilds Directory for the current fee rate) except 
where the appeal is upheld.

Externally set, internally marked assignments (Units 3 and 4)

There is no longer a requirement that candidates complete these assignments in supervised 
conditions. The scheme coordinator/assessor should, therefore, issue the assignments at any time 
when candidates are ready. Candidates may take assignments away to complete in their own 
time, unaided.

Assessors must be satisfied that all completed assignments are the candidate’s own work.

The assignments are not time bound and may be completed at any time after the candidate has 
been registered.

Unlike the externally assessed assignment, there is no requirement to conduct the internally 
assessed assignment under supervised conditions.

Candidates are only able to achieve a pass grade where the minimum standard outlined in the 
assessor pack has been met. If necessary, this may involve the candidate having to complete 
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another variant of the assignment.

Completed assignments must be carried out according to City & Guilds requirements and the 
centre’s quality assurance systems. This should cover the assignments and all assessment 
documentation.

All candidate evidence, assessment documentation and internal verification records must be 
retained and made available to the centre’s external verifier. 
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Key skills signposting 

The Level 3 Certificate in Adult Literacy Subject Support may provide opportunities to gather evidence if 
working towards any of the following key skills.

Unit Key skill Level and Component
Communication C1.1, C1.2, C1.3:  C2.1a, C2.1b, C2.2, C2.3:  

C3.1a, C3.1b, C3.2, C3.3
Information Technology
(if a computer is used)

IT1.1, IT1.2 (part): IT2.1, IT2.2, IT2.3 (part):
IT3.1, IT3.2, IT3.3 (part)

Working with others
Improving own learning 
and performance

LP1.1, LP1.2, LP1.3: LP2.1, LP2.2, LP2.3:
LP3.1, LP3.2, LP3.3

Unit 1
Personal 
communication 
skills

Problem Solving PS1.1, PS1.2, PS1.3: PS2.1, PS2.2, PS2.3
Communication C1.1, C1.2, C1.3:  C2.1a, C2.2, C2.3:  C3.1a, C3.2, 

C3.3
Information Technology
(if a computer is used)

IT1.1, IT1.2 (part): IT2.1, IT2.2, IT2.3 (part):
IT3.1, IT3.2, IT3.3 (part)

Working with others
Improving own learning 
and performance

LP1.1, LP1.2, LP1.3: LP2.1, LP2.2, LP2.3

Unit 2 
Knowledge and 
understanding of 
language and 
literacy 
frameworks

Problem Solving PS1.1, PS1.2, PS1.3: PS2.1, PS2.2, PS2.3
Communication C1.1, C1.2, C1.3:  C2.1a,  C2.2, C2.3:  C3.1a, 

C3.2, C3.3
Information Technology
(if a computer is used)

IT1.1, IT1.2 (part): IT2.1, IT2.2, IT2.3 (part):
IT3.1, IT3.2, IT3.3 (part)

Working with others
Improving own learning 
and performance

LP1.1, LP1.2, LP1.3: LP2.1, LP2.2, LP2.3:
LP3.1, LP3.2, LP3.3

Unit 3 
Social and 
personal factors 
affecting learning

Problem Solving PS1.1, PS1.2, PS1.3: PS2.1, PS2.2, PS2.3
Communication C1.1, C1.2, C1.3:  C2.1a,  C2.2, C2.3:  C3.1a, 

C3.2, C3.3
Information Technology
(if a computer is used)

IT1.1, IT1.2 (part): IT2.1, IT2.2, IT2.3 (part):
IT3.1, IT3.2, IT3.3 (part)

Working with others
Improving own learning 
and performance

LP1.1, LP1.2, LP1.3: LP2.1, LP2.2, LP2.3:
LP3.1, LP3.2, LP3.3

Unit 4 
Language and 
Society: factors 
influencing 
language and 
literacy learning 
and development

Problem Solving PS1.1, PS1.2, PS1.3: PS2.1, PS2.2, PS2.3
Communication C1.1, C1.2, C1.3:  C2.1a,  C2.2, C2.3:  C3.1a, 

C3.2, C3.3
Information Technology
(if a computer is used)

IT1.1, IT1.2 (part):

Working with others WO1.1, WO1.2, WO1.3: WO2.1, WO2.2, WO2.3, 
WO3.1, WO3.2, WO3.3

Improving own learning 
and performance

LP1.1, LP1.2, LP1.3: LP2.1, LP2.2, LP2.3:
LP3.1, LP3.2, LP3.3

Unit 5
Learner support 
practice (Learning 
support assistants)

Problem Solving PS1.1, PS1.2, PS1.3: PS2.1, PS2.2, PS2.3
Communication C1.1, C1.2, C1.3:  C2.1a,  C2.2, C2.3:  C3.1a, 

C3.2, C3.3
Information Technology
(if a computer is used)

IT1.1, IT1.2 (part):

Working with others WO1.1, WO1.2, WO1.3: WO2.1, WO2.2, WO2.3, 
WO3.1, WO3.2, WO3.3

Improving own learning 
and performance

LP1.1, LP1.2, LP1.3: LP2.1, LP2.2, LP2.3:
LP3.1, LP3.2, LP3.3

Unit 6
Learner support 
practice (Adult 
literacy support for 
Non-Specialist 
Teachers)

Problem Solving PS1.1, PS1.2, PS1.3: PS2.1, PS2.2, PS2.3
Note:  It is unlikely that evidence generated will meet the requirement for Application of Number
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These ‘signposts’ identify opportunities that can be incorporated naturally into the learning 
programme. Assessors should however note that any evidence presented for a key skills portfolio 
must be separately assessed using the relevant key skills specifications and guidance. 

Candidates seeking to achieve any of the key skills qualifications and/or wider key skills would 
need to be separately registered for these awards. Although the Certificate in Adult Literacy 
Subject Support is a level 3 qualification, candidates will not necessarily be competent in, or able 
to produce evidence for, the level 3 key skills.

Equal opportunities

Access to City & Guilds qualification is open to all, regardless of gender, age, racial origin, 
nationality, creed, sexual orientation, marital status, employment status or disability and there are 
no formal entry requirements, except where specified by a standards setting body, such as a 
sector skills council.  The head of centre should ensure that no candidate is subjected to unfair 
discrimination on any grounds in relation to access to assessment and to the fairness of the 
assessment. QCA requires City & Guilds to monitor centres to check whether equal opportunities 
policies are being adhered to. The City & Guilds Equal Opportunities policy can be found in the 
Directory of Vocational Awards. City & Guilds requires that centres approved to offer assessments 
leading to its qualifications should inform candidates of the existence of this policy.
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Unit structure

The format of each unit is as follows:

Title
Based on FENTO/DfES specifications

Aims 
Key areas of teaching covered by the unit

Outcomes
What the candidate should be able to do on completion of the unit

Content
Describes the key knowledge/understanding for each outcome identified in the unit and forms the 
basis for the development of a scheme of work

Teaching and learning strategy
A selection of strategies which may be used by tutors in the delivery of the unit

Assessment
The means by which the candidate can be assessed

Indicative reading
A selection of recommended texts relevant to the unit

Grade descriptions
Written in the subject specifications and give a general indication of the level of attainment 
characteristic of a ‘pass’ grade. The description should be interpreted in relation to the content 
outlined in the specification; they are not designed to define that content.
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Unit 1 Personal communication skills

Suggested contact time: 20-30 hours

This Unit is divided into the following sub-skills:
• reading
• writing
• speaking and listening.

Reading

Aims

• to be able to read and interpret a range of texts (fiction and non-fiction).
• to be able to understand authors’ intentions and decisions in presenting texts in particular 

ways.
• to recognise the techniques used to convey or enhance meaning or message in composed 

text.
• to use a range of reading strategies to locate, interpret and record appropriate information.

Outcomes

On successful completion the candidate will be able to:

• find and select information from a range of reference materials and sources
• interpret and extract meaning from a variety of text types
• record key information using summarising and note taking strategies
• use and reflect on a range of reading skills.

Content

• finding and selecting information from a range of reference materials and sources, including 
use of contents pages and indexes.

• extracting meaning from a variety of text types, including:
o separating key ideas from details and examples
o separating fact from opinion and possible bias
o detecting hidden meaning or subtext 
o terms – implication, undertone, bias, assertion, ambiguity
o strategies to understand specialist, technical or unfamiliar vocabulary.

• recording key information, including:
o summarising, paraphrasing and re-presenting material to suit specific purposes or 

different audiences
o using a range of note taking strategies to record and better understand information. 

• using, and reflecting on, reading skills appropriate to the purpose, including:
o skimming, scanning and detailed reading strategies
o different text types and their organisation, layout and cohesion.
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Teaching and learning strategy

Tasks involving analysis of individual texts and comparisons between texts to identify types and 
purpose; analysis of unseen texts within small groups; comprehension exercises, articles/extracts 
for note-taking and summarising, researching a topic using different sources of information

Assessment

Unless the candidate has formal exemption, this part of the Unit is internally assessed through 
portfolio evidence. The portfolio must meet all of the outcomes and include the following:

• the candidate will read and interpret at least six texts (fiction and non-fiction) written for 
different purposes and audiences, and will demonstrate:
o reading comprehension
o summarising skills
o comparison between different text types.

The portfolio is internally assessed, internally verified and externally verified.

Grade descriptions

Candidates can interpret a range of texts written for adults, both fiction and non-fiction. They can 
use their knowledge of writing techniques and devices to investigate texts produced for different 
purposes and different audiences, and explain how they are able to recognise the differences 
from their examination of the texts.
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Writing

Aims

• to enable candidates to produce good quality written work, demonstrating an awareness of 
grammar, writing techniques and the appropriate conventions.

Outcomes

On successful completion, the candidate will be able to:

• select format and style appropriate for different purposes and different readers
• present information and ideas clearly
• use appropriate writing techniques to enhance effectiveness of message in written text
• write fluently, accurately and legibly on a range of topics
• demonstrate accurate use of grammar, spelling and punctuation.

Content

• select format appropriate to different purposes and different readers, including:
o following conventions of layout and presentation
o sequencing material logically
o using a simple range of graphical devices in informal and formal writing.

• clearly present information, ideas and opinions, including:
o choice of vocabulary, sentence structure and tone appropriate to purpose and reader
o conventions of a range of text types
o choosing and appropriate style for the subject, text type and audience
o develop ideas appropriately and cogently
o making clear links between ideas
o effective paragraphing.

• use appropriate writing techniques, including:
o analogy, simile, metaphor, alliteration, onomatopoeia, hyperbole and personification
o applying stages of the writing process – generating ideas, making notes, drafting, 

developing and redrafting
o editing content to help make meaning clear, judging appropriate length and amount of 

detail
o proofreading for accuracy of grammar, spelling and punctuation 
o recognising common errors such as tense errors – choice and consistency, subject-verb 

non-agreement, pronoun non-agreement and case; idiom, word choice; misplaced 
modifiers; tautology.

• understand and use the conventions of grammar, including:
o word classes – noun, verb, adverb, adjective, pronoun, preposition and conjunction
o functions in sentences (subject, object, predicate)
o simple, compound and complex sentences
o clauses and phrases
o types of sentences:  statements, questions and commands
o active and passive voice, forms of present tense 
o verb phrases and noun phrase
o finite and non-finite verbs.

• using spelling and punctuation accurately, including:
o identifying sub-lexical features such as blend, syllable, roots of words/word stems, prefix 

and suffix
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o using punctuation – eg bullet points, comma, semi-colon, colon, apostrophes for omission 
and possession.

Teaching and learning strategy

Exercises examining and comparing different text types – organisation, style, writing devices and 
techniques, layout etc; producing written texts on a given topic for different audiences and in 
different formats; games, editing and proofreading exercises, worksheets. 

Assessment 

Unless the candidate has formal exemption, this part of the Unit is internally assessed through 
portfolio evidence. The portfolio must meet all of the outcomes and include the following:

• the candidate will produce at least three substantial pieces of writing for different purposes 
and audiences.

The portfolio is internally assessed, internally verified and externally verified.

Grade description

Candidates can produce well-structured, accurate and precise written work for a range of tasks 
showing appropriate adaptation to audience and purpose. Written work demonstrates confident 
and effective use of grammar, writing techniques and other appropriate conventions.
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Speaking and listening

Aims

• to extend skills in communicating effectively with a range of people for different purposes.
• to extend skills in understanding, analysing and responding to others, including interpreting 

non verbal communication. 

Outcomes

On successful completion, the candidate will be able to:

• listen actively and respond appropriately in different situations
• contribute own points, and enable others to contribute, in discussion and conversation
• express ideas and information clearly using communication techniques
• check how information is being received by others
• use language, style and tone in ways that suit the intended purpose and audience, and 

recognise their use by others
• use non verbal communication, and recognise its use by others
• identify the differing conventions of spoken English used for different purposes and/or 

audiences.

Content

• awareness of the conventions associated with different communication situations, including:
o meetings, discussions and presentations.

• expressing ideas and information clearly, including: 
o level of language appropriate to the listener, intended purpose and situation
o choice of style and register appropriate to the situation
o structured delivery to help listeners understand the main points
o voice projection adapted to setting
o speed of delivery adjusted to level of listeners
o use of stress, intonation, pitch and rhythm to convey and reinforce meaning
o use of appropriate rhetorical techniques to emphasise points and increase impact of

delivery such as
� similes and metaphors
� personification
� rhetorical questions and repetition
� hyperbole.

• listening skills, including:
o recognising others feelings and responding sensitively
o active listening techniques:  body language, oral cues, questioning to check 

understanding.

• contributing to discussions and conversations, including: 
o contributing appropriately to the topic 
o using oral and non-verbal cues to signal the end of an utterance and recognising such cues 

from others
o allowing and encouraging others to take turns and make contributions.

• selecting information appropriate to the purpose, setting and audience, including: 
o being aware of differences between spoken and written English, and degrees of formality
o using an accepted variety of English in professional settings
o evaluating information needs of different audiences.
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• checking and supporting the understanding of others, including:
o using checking questions and ways of rephrasing to aid understanding.

• body language, including:
o different types of non verbal communication eg eye contact, body language and posture
o awareness of cultural differences in body language
o how body language can be used and interpreted.

Teaching and learning strategy

Small group activities, including role plays, simulation, debate, discussion, mini presentations, 
fishbowl, case studies. Use of published videos of meetings, speeches, etc to analyse the 
language use of others. Use of video as a tool for analysing and reflecting on personal 
performance.

Assessment

Unless the candidate has formal exemption, this part of the Unit is internally assessed through 
portfolio evidence. The portfolio must meet all of the outcomes and include the following:

• the candidate will prepare and deliver a short (about 10 minutes) presentation on a topic 
relating to literacy and literacy learning, and answer questions relating to the presentation 
from their audience.

The portfolio is internally assessed, internally verified and externally verified.

Grade descriptions

Candidates can convey information clearly and to listen effectively when information is conveyed 
to them. Candidates can demonstrate a variety of skills and techniques to strengthen their oral 
contribution and enhance the accessibility of the message. 

Indicative Reading

Bryson, B (1990) Mother Tongue. Penguin

Crystal, D (1988) Rediscover Grammar. Longman

Daines, C., Daines, J., and Graham (2002) Adults Learning, Adults Teaching. Welsh Academic 
Press (section on presentations)

Fowler, H., Winchester, D.  (2002) Fowler's Modern English Usage (Introduction). Oxford Language 
Classics: Oxford University Press.
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Level 3 Certificate in Adult Literacy Subject Support (9483)
Unit 1: Personal communication skills

Summary of portfolio evidence

Candidate name ________________________  Date ____________________

Centre name______________________________________________________

Reading
Outcome Evidence Reference
find and select information from a 
range of reference materials and 
sources

interpret and extract meaning from a 
variety of text types

record key information using 
summarising and note taking 
strategies

Writing
Outcome Evidence Reference
select format and style appropriate 
for different purposes and different 
readers

present information and ideas clearly

use appropriate writing techniques 
to enhance effectiveness of message 
in written text

write fluently, accurately and legibly 
on a range of topics

demonstrate accurate use of 
grammar, spelling and punctuation
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Speaking and listening
Outcome Evidence Reference
listen actively and respond 
appropriately in different situations

contribute own points, and enable 
others to contribute, in discussion 
and conversation

express ideas and information clearly 
using communication techniques

check how information is being 
received by others 
 

use language, style and tone in 
ways that suit the intended 
purpose and audience, and 
recognise their use by others 
 
use non verbal communication, 
and recognise its use by others 
 

identify the differing conventions of 
spoken English used for different 
purposes and/or audiences. 
 

Candidate signature _____________________________________ Date ___________

Assessor signature _____ _________________________________ Date ___________

Internal verifier signature _________________________________ Date ___________
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Unit 2 Knowledge and understanding of language 
and literacy frameworks

Suggested contact time: 10-15 hours

Aims

• to develop a general understanding of the key theories and concepts used in the systematic 
study of language. 

• to use appropriate language confidently and precisely to discuss own language use and 
development, and the language use and development of others.

• to interpret the above in learning support practice.

Outcomes

On successful completion, the candidate will be able to:

• describe the basic rules and conventions of language use at word, sentence and text level
• use terminology correctly
• demonstrate a general understanding of phonology and relate this to the teaching of phonics.

Content

• a basic understanding of grammatical/syntactical frameworks:
o elements of a basic English sentence and their order
o key terms – simple, compound and complex sentences, subject, predicate
o types of clauses – main, coordinate and subordinate
o types of sentence – statement, question, command
o main word classes – noun, verb, adverb, adjective, determiner, pronoun, preposition, 

conjunction
o noun and verb phrases.

• nouns:
o types of noun – common, proper, abstract, collective, singular and plural.

• verbs:
o past, present and future tenses
o main verb, auxiliary verb
o active and passive voice.

• language functions and choice of appropriate form:
o common language functions eg to persuade, to inform
o main factors influencing choice such as settings, audience and topic.

• meaning of terms:
o lexis (vocabulary, including word origins, meaning and usage)
o semantics (the study of meaning)
o morphology: (word structure and derivations, the way words can be formed)
o how words are formed through compounding (some+times) and affixation (un+clear, 

clear+ly).

• the role of context in explaining meaning:
o awareness of register and levels of formality and informality
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o how context is essential to understand meaning eg jam (in the door), jam on the brakes, 
jam (spread)

• understanding of phonology, including:
o key terminology – consonant and vowel sounds, short and long vowels, syllables, blend, 

digraph 
o how the same sound may be represented by different letter and letter combinations in 

English  eg a_e, ai, ay;  ee, ea, ie
o regularities and irregularities of correspondence between spelling and pronunciation
o an awareness of origins of English spelling conventions and rules.

• a general understanding of key differences between oral and written language, including:
o use of phrases and incomplete sentences, informality, repetition, stress and intonation to 

convey meaning 
o use of dialect and language variety, use of idioms, colloquialisms and slang.

• textual organisation, including:
o a broad understanding of the discourse features of written texts and ways texts are 

organised
o a general understanding of significant features of written texts and devices which make 

them coherent and cohesive such as organisational features of text; layout, paragraph 
sequencing, topic sentences; opening and closing

o conventions of punctuation and how they are used to convey meaning and emphasis
o an awareness of the conventions of the English writing system and that this differs from 

other world scripts
o a general understanding of how to analyse text type – choice of appropriate conventions 

and formats, grammar and vocabulary for different purposes and audiences.

Teaching and learning strategy

Group tasks (language games, analysis of varied and real samples of speech and writing), 
proofreading exercises, designing related activities for adult literacy learners.

Assessment

This Unit is assessed by an externally set, externally marked assignment.

Grade descriptions

Candidates can demonstrate clear understanding of lexical and grammatical frameworks and 
linguistic ideas, and are comfortable using appropriate specialist terminology.

This understanding extends to an appreciation of how lexical frameworks and grammatical 
frameworks are used in the study of language. 

Candidates at this level are able apply their understanding of grammar effectively in language use 
and can recognise inappropriate or incorrect use. Candidates can also demonstrate a firm grasp 
of textual organisation issues.

Candidates can show their knowledge of the personal factors influencing language and literacy 
development in practice when working with adult literacy learners.
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Indicative reading

Basic Skills Agency (1996) The Spelling Pack

Bill Bryson (1990) Mother Tongue (Penguin)

DfES (2001)The Adult Literacy Core Curriculum

DfES (2002) The Adult ESOL Core Curriculum

Crystal, D (1988) Rediscover Grammar. Longman (opening chapters)

Rinvolucri, M (1984) Grammar Games. Cambridge University Press

Rinvolucri, M., and Davis, P. (l995) More Grammar Games. C.U.P 
 
Spiegel, M., and Sunderland, H. (l999) Writing Works, Using a Genre Approach for Teaching 
Writing.
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Unit 3 Personal and social factors and their impact
on individual learners

Suggested contact time: 10-15 hours

Aims

• to develop a general understanding of the barriers faced by learners in developing their 
language and literacy. 

• to develop a general awareness of how physical and sensory impairment and specific learning 
disabilities and difficulties affect language and literacy learning, and how to apply this in 
helping learners to improve their literacy. 

Outcomes

On successful completion participants will be able to: 

• describe some key barriers to learning for those wishing to develop their language and literacy 
skills as adults

• demonstrate a general awareness of how physical and sensory impairment, and specific 
learning difficulties such as dyslexia, can affect language and literacy learning

• describe some key support strategies for learners with specific learning difficulties/disabilities 
or physical/sensory impairments

• describe the links between a good level of literacy skills and social advantage.

Content 

• some awareness of how language and literacy development can be affected by factors, 
including:
o motivation and expectations
o previous educational experience and attainment
o personal circumstances (economic, social, psychological)
o language background
o specific learning disabilities/difficulties; physical or sensory impairment
o learning style.

• social attitudes to and educational experiences of dyslexic learners, and learners with physical 
and sensory impairments, including:
o common misconceptions and confusions.

• some common key learning and processing difficulties for dyslexic learners and how these 
may be evidenced by learners, including:
o visual-spatial difficulties
o auditory processing difficulties
o sequencing and memory problems
o time and organisation problems.

• basic strategies in supporting dyslexic learners, including:
o working to learners’ strengths.

• knowledge of some basic inclusive learning approaches for those with physical and sensory 
impairments, including:
o how to access information and guidance for such learners.

• how individuals with literacy learning needs may, or may not, be excluded economically and 
socially, including:
o non-literate skills for coping in a literate society.
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Teaching and learning strategies

Case studies, interviews with learners, reading, videos, discussion.

Assessment

This Unit is assessed through an externally set, internally marked assignment which is internally 
verified and externally verified.

Grade descriptions

Candidates have a good understanding of the personal factors influencing language and literacy 
development.

Candidates can recognise the barriers and disabilities that can influence language and literacy 
skills development. They can also appreciate the effects of limited literacy and language skills in 
terms of participation in both the community and economy.

Candidates can show their knowledge of the personal factors influencing language and literacy 
development in practice when working with adult literacy learners.

Indicative Reading

Basic Skills Agency: Basic Skills and Financial Exclusion

Basic Skills Agency  Basic Skills Awareness Raising Pack

Basic Skills Agency Basic Skills and Jobs

Basic Skills Agency Basic Skills and Political and Community Participation

Basic Skills Agency Basic Skills and Social Exclusion

Basic Skills Agency Literacy and Numeracy – what adults can and can’t do.

Mace J (l992) Talking about Literacy  Routledge

DfES Access for All

Krupska, M and Klein, C (1995)  Demystifying Dyslexia,  London Language and Literacy Unit

Mason, M (2000) Incurably Human Working Press

Sunderland, H et al (2001) Dyslexia and the Bilingual learner London Language and Literacy Unit

DfES  Freedom to Learn: Basic Skills for Learners with L earning Difficulties and/or Disabilities.

London Language and Literacy Unit On being Dyslexic: adults talking about dyslexia (video) 

www.dfes.gov.uk/readwriteplus Interactive Core Curricula 



Level 3 Certificate in Adult Literacy Subject Support (9483)42

Unit 4 Language and society: factors influencing 
language and literacy development

Suggested contact time: 10-15 hours

Aims

• to provide a basic introduction to how contextual, social and cultural factors influence the use 
of language 

• to understand the implications of this for Adult Literacy Subject Support practice.

Outcomes

On successful completion, the candidate will be able to:

• describe some of the social, regional and cultural factors that influence choice of language
• demonstrate an understanding of the importance of context in language and literacy use
• demonstrate an understanding of the importance of language awareness in adult literacy 

support practice.

Content

• language in society, including:
o some knowledge of the historical background of English and its role as an international 

language
o awareness that language changes over time.

• varieties of English, including:
o meanings of terms – accent, register, dialect, variety, language
o historical origins of Standard English, differences between Standard English and other 

varieties and dialects as wells as attitudes towards them
o how factors such as region, socio-economic status and ethnicity affect speech and writing
o some understanding of how language variety is used to develop and maintain personal 

social and group identity
o the importance of valuing learners’ language use and choices.

• the importance of context in language and literacy use, including:
o how different contexts and expectations can affect the choice of language/literacy used by 

speakers and writers, as well as purpose and audience
o recognition of the importance of supporting learners in making appropriate choices of 

variety in writing, including Standard English, where appropriate to context and purpose
o a general understanding that what it means to be ‘literate’ varies historically and 

according to social and cultural context.

• language awareness and understanding of issues specific to multilingual learners, including:
o ways of exploring language awareness with adult literacy learners
o awareness of the importance of using a ‘bilingual’ approach to learning Standard English 

with learners who speak a different language variety
o a general understanding that languages vary in terms of grammar, lexis, phonology, text 

organisation and script
o recognition that conventions of speech/writing in particular contexts may be familiar to 

native speakers but need to be made explicit to bilingual learners
o awareness that the conventions of non-verbal communication can vary across cultures
o awareness that learners may have had very different educational backgrounds in their 

country of origin; they may be very literate in their mother tongue or have had little 
schooling  
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o a general understanding that inference and background knowledge used in reading based 
on issues such as connotations of words, cultural knowledge and shared experience may 
be unfamiliar to bilingual learners

o some recognition that errors made by learners for whom English is not their first language 
may have a different cause to those made by native speakers and may need to be 
approached differently, eg lack of familiarity with English grammatical structures.

Teaching Methods

Discussion, interviewing learners, recording your own language history, projects, reading, tapes 
and written samples of different language varieties, analysing samples of student writing.

Assessment 

This Unit is assessed through an externally set, internally marked assignment which is internally 
verified and externally verified.

Grade Descriptions

Candidates can appreciate the role and use of language and literacy in different contexts, as well 
as show a clear understanding of the factors influencing or shaping the use of language and 
literacies. Candidates can distinguish important elements of language variation in present usage. 
At this level, candidates should be able to communicate with a degree of insight into how context 
affects language and meaning

Candidates can demonstrate in practice their knowledge of the social factors influencing language 
and literacy development when working with adult literacy learners.

Indicative Reading

Crystal, D (1988) Rediscover Grammar (Longman)  (opening chapters)

DfES (2001) The Adult Literacy Core Curriculum Basic Skills Agency

DfES (2002) The Adult ESOL Core Curriculum Basic Skills Agency 

Harris, Roxy, Savitzky, Foufou  My Personal Language History. Inner London Education Authority

Freeborn, D 1993) Varieties of English – An Introduction to the Study of Language MacMillan

London Language and Literacy Unit (2001) Teaching Basic Literacy to ESOL Learners (video and 
pack)

Sunderland, H. Writing your own Language History. London Language and Literacy Unit
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Unit 5 Learning support theory and practice 
(Learning Support Assistants)

The theory element consists of 10-15 contact hours and should be planned to support 
the15 hours’ practice.

Aims

• to develop skills in supporting learning at a variety of levels with adult literacy learners as 
appropriate to the candidate’s role.

• to develop strategies for supporting literacy and language skills development.

Outcomes

On successful completion the candidate will be able to:

• work with learners and teachers to contribute to the development and review of individual 
learning plans

• plan support sessions on the basis of individual learning plans and programmes, aligned to the 
core curriculum

• support learners in recognising their preferred learning styles
• use a range of key strategies to support learners in developing their skills at different levels of 

learning
• select and/or adapt appropriate resources for use with learners
• describe additional learning support facilities available to learners
• use strategies for checking learners’ progress
• support learners to achieve national accreditation, as appropriate for the learner
• give accurate and supportive feedback
• demonstrate effective communication skills
• work effectively with colleagues and specialist teachers to promote effective team work
• contribute to discussions about the learning and assessment of adults with teachers and other 

professionals
• act in accordance with institutional policies and professional practice
• reflect on own performance and identify development needs.

Content

Learning Support Assistants work under the guidance of a specialist teacher. They need 
to be clear about the scope of their role and responsibilities in supporting learners 
throughout the learning cycle.

• awareness of good practice in initial assessment, eg
o eliciting learners’ aspirations, interests and needs
o identifying learners’ preferred learning styles
o reviewing and developing individual learning plans
o keeping appropriate records.

• planning:
o agreeing learning outcomes aligned to individual learning plans and the core curriculum
o developing session plans listing outcomes, teaching and learning activities, resources and 

assessment approaches
o evaluating sessions and planning future work.

• teaching methods and activities:
o using a range of teaching methods
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o strategies for working with learners with early reading and writing skills
o strategies for developing reading skills
o approaches to supporting learners in developing their writing, including spelling, 

punctuation and grammar
o approaches to supporting learners in developing their speaking and listening skills
o self-checking and revision strategies
o using self-access learning aids
o strategies for working with learners with specific learning difficulties and disabilities
o strategies for working with learners with physical and/or sensory impairments.

• choosing or adapting learning resources to meet specific learning objectives:
o considerations of layout and language – appropriateness to adults, meeting learners’ 

interests and reflecting diversity
o using a range of resources to meet individuals’ preferred learning styles
o using ICT to support learners in literacy and language skills development.

• support and guidance:
o other support opportunities available to learners eg learning centres, additional learning 

support, information, advice and guidance services, access support
o strategies for managing difficult situations.

• checking progress:
o strategies for assessing learning, including encouraging learner self-assessment
o recording learning
o strategies for supporting learners to achieve national accreditation.

Assessment

This unit is assessed by a portfolio of evidence drawn from the candidate’s support practice. The 
portfolio must meet all of the unit outcomes and include the following:

• evidence of 15 hours’ literacy support practice, including some one-to-one
• direct observation of the candidate’s own practice on at least three occasions for at least 3 

hours (see Observation assessment report)
• work with at least two learners at different attainment levels for at least 8 hours, and produce 

detailed session plans written in collaboration with the specialist teacher which include 
learning goals, teaching and learning approaches, resources, assessment and an evaluation

• observing two specialist adult literacy teachers working with groups or individuals in different 
contexts

• candidate’s reflective comments on observations of two specialist teachers
• a log reflecting on the candidate’s 15 hours of support practice including collaboration with 

the specialist teacher and other colleagues, as well as areas for personal future development

The portfolio is internally assessed, internally verified and externally verified.

Indicative Reading

Abell, S (1994) Helping Adults to Spell Basic Skills Agency

Adams, Sue; Eddy, Steve (2000) Basic Literacy Skills for 16+ Basic Skills Agency

Adult Literacy and Basic Skills Unit  The Starter Pack  Basic Skills Agency

Basic Skills Agency The Spelling Pack

Basic Skills Agency How to Teach Skimming and Scanning
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Basic Skills Agency How to Teach the Drafting Process

Basic Skills Agency Building the Framework 

DfES Access for All

DfES The Adult Literacy Core Curriculum 

DfES The Adult ESOL Core Curriculum

DfES  The Adult Pre-Entry Curriculum for Literacy and Numeracy

Daines, Carolyn; Daines, John; Graham, Brian (2002)  Adult Learning Adult Teaching Welsh 
Academic Press

Gittins, Rose (1998) An Introduction to Literacy Teaching  Basic Skills Agency

Klein, Cynthia; Millar, Robin  Making sense of spelling: a guide to teaching and learning how to 
spell  Inner London Education Authority;

Klein, Cynthia; Millar, Robin R. Unscrambling Spelling  London Language and Literacy Unit

Krupska, M and Klein, C (1995) Demystifying Dyslexia, London Language and Literacy Unit

London Language and Literacy Unit Spelling to learn: using a learning styles approach to spelling 
with dyslexic adults (video)

Nightingale J, (1997) Handwriting Skills, Training Matters

Sinclair, Julia; Arkin, Anat (1994) Improving handwriting (Chalkface Product)

Spiegel, M, Sunderland H (l999)  Writing Works, Using a Genre Approach for Teaching 
Writing  London Language and Literacy Unit
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Level 3 Certificate in Adult Literacy Subject Support (9483)
Unit 5: Learning support theory and practice (Learning Support Assistants)

Observation assessment report

Candidate name: ____________________________________________

Centre name:________________________________________________________________

Literacy specialist teacher: _____________________________

Date and duration of observation: _____________________________

Information about learner(s) and their programme of learning

___________________________________________________________________________

___________________________________________________________________________

• attach other relevant information, session plan, individual learning plan(s) etc.

Planning and Preparation Criteria met?

1. Is the learning area prepared and set up beforehand?

2. Is there a session plan, planned in collaboration with a teacher, 
with clear outcomes, and reference to 

a. learners’ aspirations, learning styles and literacy needs
b. the adult literacy core curriculum
c. learners’ individual learning plans and their programme?

3. Does the plan build on previous learning?

4. Is the content of the session appropriate to the learners’
interests, needs and level?

5. Are selected resources available and to hand?

Strengths

Areas for Development



Level 3 Certificate in Adult Literacy Subject Support (9483)48

Learning activities and approaches Criteria met?

1. Are the learners’ relevant experience and knowledge used?

2. Are approaches and activities used that demonstrate an 
underpinning knowledge of how literacy and language skills are 
developed?

3. Are learners encouraged to explore their own preferred learning 
styles and to explore techniques that work for them?

4. Are activities at the right pace for learners?

5. Are information and explanations clear and at an appropriate 
pace?

6. Are learners briefed clearly on tasks?

7. Are learners actively involved throughout the session?

8. Does the candidate demonstrate effective communication and 
facilitation skills?

9. Is learner feedback and collaboration encouraged throughout the 
session?

10. Are activities adapted for learners’ needs and individual learning 
styles, including those with specific learning difficulties and 
disabilities?

11. Is there effective collaboration with a specialist teacher?

12. Was a constructive and respectful atmosphere maintained by the 
candidate?

Strengths

Areas for Development
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Use of Resources Criteria met?

1. Are a range of literacy resources used?

2. Are the resources legible, accurate and well presented?

3. Is the language, style and format appropriate?

4. Do the materials support individual learning needs, including 
those with specific learning difficulties and disabilities?

5. Do the resources reflect diversity, and adult learners’ interests 
and aspirations?

6. Are self-access learning aids encouraged and promoted?

Strengths

Areas for Development

Assessment and Record Keeping Criteria met?

1. Was the learners’ learning checked against what was agreed?

2. Was written and oral feedback accurate and constructive?

3. Were errors highlighted selectively, accurately and at an 
appropriate pace for the learner?

4. Were learners encouraged to self-assess and reflect on their own 
learning?

5. Was progress recorded in accordance with local procedures?

Strengths

Areas of Development
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Professional Values and Practice Criteria met?

1. Does the candidate maintain supportive but professional 
boundaries?

2. Does the candidate demonstrate effective time management 
skills?

3. Is there an effective working relationship with the specialist 
teacher and other colleagues?

4. Does the candidate demonstrate an awareness of equal 
opportunities and inclusive education practices?

Strengths

Areas for Development

Overall Feedback

Grade:  Pass/Refer

Other comments

__________________

__________________

__________________

__________________

__________________

__________________

Candidate signature: Date: 

Assessor signature: Date: 
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Unit 6 Learning support theory and practice 
(Non-Specialist Teachers)

The theory element consists of 10-15 contact hours and should be planned to support the 15 
hours’ practice.

Aims

• to develop skills in supporting learning at a variety of levels with adult literacy learners as 
appropriate to the candidate’s role.

• to develop strategies for supporting literacy and language skills development.

Outcomes

On successful completion the candidate will be able to:

• work with learners and teachers to contribute to the development and review of individual 
learning plans

• plan support sessions on the basis of individual learning plans and programmes, aligned to the 
core curriculum

• support learners in recognising their preferred learning styles
• use a range of key strategies to support learners in developing their skills at different levels of 

learning
• select and/or adapt appropriate resources for use with learners
• describe additional learning support facilities available to learners
• use strategies for checking learners’ progress
• support learners to achieve national accreditation, as appropriate for the learner
• give accurate and supportive feedback
• demonstrate effective communication skills
• work effectively with colleagues and specialist teachers to promote effective team work
• contribute to discussions about the learning and assessment of adults with teachers and other 

professionals
• act in accordance with institutional policies and professional practice
• reflect on own performance and identify development needs.

Content

Non-Specialist Teachers work under the guidance of a specialist literacy teacher. They 
need to be clear about the scope of their role and responsibilities in supporting their 
learners’ literacy development throughout the learning cycle.

• awareness of good practice in initial assessment, eg:
o eliciting learners’ aspirations, interests and needs
o identifying learners’ preferred learning styles
o reviewing and developing individual learning plans
o keeping appropriate records.

• planning:
o agreeing learning outcomes aligned to individual learning plans and the core curriculum
o developing session plans listing outcomes, teaching and learning activities, resources and 

assessment approaches
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o evaluating sessions and planning future work.

• teaching methods and activities:
o using a range of teaching methods
o strategies for working with learners with early reading and writing skills
o strategies for developing reading skills
o approaches to supporting learners in developing their writing, including spelling, 

punctuation and grammar
o approaches to supporting learners in developing their speaking and listening skills
o self-checking and revision strategies
o using self-access learning aids
o strategies for working with learners with specific learning difficulties and disabilities
o strategies for working with learners with physical and/or sensory impairments.

• choosing or adapting learning resources to meet specific learning objectives:
o considerations of layout and language – appropriateness to adults, meeting learners’ 

interests and reflecting diversity
o using a range of resources to meet individuals’ preferred learning styles
o using ICT to support learners in literacy and language skills development.

• support and guidance:
o other support opportunities available to learners eg learning centres, additional learning 

support, information, advice and guidance services, access support
o strategies for managing difficult situations.

• checking progress:
o strategies for assessing learning, including encouraging learner self-assessment
o recording learning
o strategies for supporting learners to achieve national accreditation.

Assessment

This unit is assessed by a portfolio of evidence drawn from the candidate’s support practice. The 
portfolio must meet all of the unit outcomes and include the following:

• evidence of 15 hours’ literacy support practice, including some one-to-one
• direct observation of the candidate’s own practice on at least three occasions for at least 3 

hours (see Observation assessment report)
• work with at least two learners at different literacy attainment levels for at least 8 hours, and 

produce detailed session plans written in collaboration with the specialist teacher which 
include learning goals, teaching and learning approaches, resources, assessment and an 
evaluation

• observing two specialist adult literacy teachers working with groups or individuals in different 
contexts

• candidate’s reflective comments on observations of two specialist literacy teachers
• a log reflecting on the candidate’s 15 hours of support practice including collaboration with 

the specialist teacher and other colleagues, as well as areas for personal future development

The portfolio is internally assessed, internally verified and externally verified.

Clarification of the requirement for 15 hours subject support practice (Unit 006: Non-
specialist teachers)

The requirement is for a total of 15 hours subject support practice, including some one-to-one 
support practice and at least 8 hours working with at least two learners at different levels (small 
group).

For a non specialist teacher, this is defined as being within their subject support practice, ie within 
their core teaching role. For example, a social care teacher delivering NVQ Level 2 in Social Care 
would be expected to complete the 15 hours as part of their main teaching role, but demonstrate 
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during that period that they are able to work one-to-one and with small groups as the need Is 
identified, and according to the targets In the learners’ Individual Learning Programmes (ILPs). 
They would not be expected to work for the whole of the 15 hours in a one-to-one or small group 
setting supporting learners.

The aim of their role is to work with a subject specialist to plan and identify targets for learners 
according to identified needs of the core course and the initial assessment reports. Using this 
knowledge and understanding, plan and support the learner(s) to access the literacy/ numeracy 
skills development within the core course content. It would be unrealistic to expect that non 
specialist teachers would be in a one-to-one or small group support situation for the whole 
duration of the teaching time, but they do need to demonstrate that they can effectively 
differentiate and support learners’ literacy and numeracy within the core teaching role.

Indicative Reading

Abell, S (1994) Helping Adults to Spell  Basic Skills Agency

Adams, Sue; Eddy, (2000)  Steve  Basic Literacy Skills for 16+ Basic Skills Agency

Adult Literacy and Basic Skills Unit  The Starter Pack  Basic Skills Agency

Basic Skills Agency The Spelling Pack

Basic Skills Agency How to Teach Skimming and Scanning

Basic Skills Agency How to Teach the Drafting Process

Basic Skills Agency Building the Framework 

DfES Access for All

DfES The Adult Literacy Core Curriculum 

DfES The Adult ESOL Core Curriculum

DfES  The Adult Pre-Entry Curriculum for Literacy and Numeracy

DfES   Raising Standards. A Contextual Guide to Support Success in Literacy, Numeracy 
and ESOL Provision:
- Further Education Colleges
- Work-based Learning and Work-related Learning
- Adult and Community Learning

Gittins, Rose (1998) An Introduction to Literacy Teaching  Basic Skills Agency

Klein, Cynthia; Millar, Robin  Making sense of spelling: a guide to teaching and learning how to 
spell  Inner London Education Authority;

Klein, Cynthia; Millar, Robin R. Unscrambling Spelling  London Language and Literacy Unit

Krupska, M and Klein, C (1995)  Demystifying Dyslexia,  London Language and Literacy Unit

London Language and Literacy Unit Spelling to learn: using a learning styles approach to spelling 
with dyslexic adults (video)

Nightingale J, (1997) Handwriting Skills, Training Matters
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Level 3 Certificate in Adult Literacy Subject Support (9483)
Unit 6: Learning support theory and practice (Non-Specialist Teachers)

Observation assessment report

Candidate name: ____________________________________________

Centre name:________________________________________________________________

Literacy specialist teacher: _____________________________

Date and duration of observation: _____________________________

Information about learner(s) and their programme of learning

___________________________________________________________________________

___________________________________________________________________________

• attach other relevant information, session plan, individual learning plan(s) etc.

Planning and Preparation Criteria met?

1. Is the learning area prepared and set up beforehand?

2. Is there a scheme of work and session plans with differentiated 
outcomes embedding adult literacy skills alongside subject 
learning, and with reference to 

a. learners’ aspirations, learning styles and literacy needs
b. the adult literacy core curriculum
c. learners’ individual learning plans and their programme?

3. Does the plan build on previous learning?

4. Is the content of the session appropriate to the learners’
interests, needs and level?

5. Are selected resources available and to hand?

Strengths

Areas for Development
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Learning activities and approaches Criteria met?

1. Are a variety of approaches and activities used to support 
literacy development within the core subject?

2. Are approaches and activities used that demonstrate an 
underpinning knowledge of how literacy and language skills are 
developed?

3. Are learners encouraged to explore their own preferred learning 
styles and to explore techniques that work for them?

4. Are activities at the right pace for learners?

5. Are information and explanations clear and at an appropriate 
pace?

6. Are learners briefed clearly on tasks?

7. Are learners actively involved throughout the session?

8. Does the candidate demonstrate effective communication and 
facilitation skills?

9. Is learner feedback and collaboration encouraged throughout the 
session?

10. Are activities adapted for learners’ needs and individual learning 
styles, including those with specific learning difficulties and 
disabilities?

11. Is there effective collaboration with a specialist teacher?

12. Was a constructive and respectful atmosphere maintained by the 
candidate?

Strengths

Areas for Development
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Use of Resources Criteria met?

1. Are a range of literacy resources used?

2. Are the resources legible, accurate, well presented and 
appropriate to the core subject?

3. Is the language, style and format appropriate?

4. Do the materials support individual learning needs, including 
those with specific learning difficulties and disabilities?

5. Do the resources reflect diversity, and adult learners’ interests 
and aspirations in relation to the core subject?

6. Are self-access learning aids encouraged and promoted?

Strengths

Areas for Development

Assessment and Record Keeping Criteria met?

1. Was the learners’ literacy learning checked against session 
outcomes?

2. Was written and oral feedback accurate and constructive?

3. Were errors highlighted selectively, accurately and at an 
appropriate pace for the learner?

4. Were learners encouraged to self-assess and reflect on their own 
learning?

5. Was progress recorded in accordance with local procedures?

Strengths

Areas of Development
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Professional Values and Practice Criteria met?

1. Does the candidate maintain supportive but professional 
boundaries?

2. Does the candidate demonstrate effective time management 
skills?

3. Is there evidence of an effective working relationship with the 
specialist teacher and other colleagues?

4. Does the candidate demonstrate an awareness of equal 
opportunities and inclusive education practices?

Strengths

Areas for Development

Overall Feedback

Grade:  Pass/Refer

Other comments

__________________

__________________

__________________

__________________

__________________

__________________

Candidate signature: Date: 

Assessor signature: Date: 
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Support Reading and Resources

This list is designed as a resource list for trainers

Personal communication skills

Trainers may also find it useful to refer to materials designed for level 3 communication skills 

Argyle, M (l994)  The Psychology of Interpersonal Behaviour Penguin

Bryson, B (1990)  Mother Tongue, Penguin

Crystal, D (1988) Rediscover Grammar CUP

Crystal, D (1997) The Cambridge Encyclopaedia of the English Language CUP.

Daines C, Daines J and Graham (2002), Adults Learning, Adults Teaching Welsh Academic Press 
(esp chap on Presentations)

Fowler, H,  Winchester, D  (2002) Fowler's Modern English Usage (Oxford Language 
Classics), Oxford University Press. (Introduction)  

Leech, Cruickshank and Ivanic  An A-Z of English Grammar & Usage Longman, 2001

Northedge, A (1990) The Good Study Guide, Open University

Thornbury ,S (1997) About language: tasks for teachers of English, CUP 

Wainwright, J and Hutton, J (1992) Your Own Words Nelson

Weinstein,K (1995) Writing Works - A Managers Alphabet. ClPD

Knowledge and understanding of language and literacy frameworks

Arndt,V, Harvey, P and Nuttall, J (2000), Alive to language:  perspectives on language awareness 
for English teachers.  Cambridge Teacher Training and Development, Cambridge University Press.

Basic Skills Agency (l996) The Spelling Pack

Clark R and Ivanic, R (l997) The Politics of Writing  (pp195 – 203)  Routledge

Crystal, D (1988) Rediscover Grammar.  Longman

Crystal, D (l997) Cambridge Encyclopaedia of the English Language Penguin

DfES (2001) The Adult Literacy Core Curriculum Basic Skills Agency

DfES (2002) The Adult ESOL Core Curriculum Basic Skills Agency 

Klein, C and Millar, R (1990) Unscrambling Spelling. Hodder and Stoughton

Thornbury, S. (l997) About Language: tasks for teachers of English. CTTD, Cambridge 
University Press

Spiegel, M, Sunderland H (l999) Writing Works, Using a Genre Approach for teaching Writing,
Cambridge University Press 

Trask, R. and Maybin, B. (2000) Introducing Linguistics. Totem Books
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Wainwright, J and Hutton, J (1992) Your Own Words Nelson

Personal and social factors and their impact on individual learners

Basic Skills Agency Basic Skills and Financial Exclusion

BasIc Skills Agency Basic Skills Awareness Raising Pack

Basic Skills Agency Basic Skills and Jobs

Basic Skills Agency Basic Skills and Political and Community Participation

Basic Skills Agency Basic Skills and Social Exclusion

Daines C, Daines J and Graham (2002), Adults Learning, Adults Teaching , Welsh Academic Press 
esp chap 1

Basic Skills Agency Literacy and Numeracy – what adults can and can’t do.

Mace J (l992) Talking about Literacy  Routledge

Language and society: factors influencing language and literacy development

DfES Access for All

DfES The Adult Pre-Entry Curriculum Framework for Literacy and Numeracy

DfES Raising Standards. A Contextual Guide to Support Success in Literacy, Numeracy and Esol 
Provision. Learners with Learning Difficulties and/or Disabilities

Krupska, M and Klein, C (1995) Demystifying Dyslexia, London Language and Literacy Unit

Mason, M (2000) Incurably Human. Working Press

Morgan E and Klein C (2000) The Dyslexic Adult in a non-Dyslexic World.  Whurr 

Sunderland, H et al (2001) Dyslexia and the Bilingual learner:  Assessing and teaching 
adults and young people who speak English as an additional language.  London Language and 
Literacy Unit

DfES  Freedom to Learn: Basic Skills for Learners with L earning Difficulties and/or Disabilities.

Klein, C (l990) Learning Support: a different slant on teaching adult dyslexics London Language 
and Literacy Unit

London Language and Literacy Unit On being Dyslexic: adults talking about dyslexia (video) 

www.dfes.gov.uk/readwriteplus
Interactive Core Curricula linking the Adult Literacy Core Curriculum and the Adult Pre-Entry 
Curriculum Framework for Literacy and Numeracy with Access for All

Arndt,V, Harvey, P and Nuttall, J (2000), ‘Alive to language:  perspectives on language awareness 
for English teachers.  Cambridge Teacher Training and Development, Cambridge University Press.
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Barton and Hamilton (l998) Local Literacies, Routledge.  Esp. chap 1 ’Understanding Literacy as 
Social Practice’.

Clark, R and Ivanic I (l997) The Politics of Writing Routledge pp 195-203

Crystal, D (2001) English as a Global Language  Cambridge University Press

DfES The Adult Literacy Core Curriculum

DfES The Adult ESOL Core Curriculum

Freeborn, D (1986) Varieties of English MacMillan Press

Harris, Roxy, Savitzky, Foufou   My Personal Language History. London Language and Literacy Unit 

Hurry, D (1990) Some Things to Do with Language: An A level Study Pack Sheffield Hallam 
University 

London Language and Literacy Unit (2001) Teaching Basic Literacy to ESOL   Learners (video)

Mace, J (l992) Talking about Literacy. Routledge.

Sunderland H, Writing your own Language History London Language and Literacy Unit

Learning support theory and practice

Abell, Sue  (1994) Helping Adults to Spell Basic Skills Agency

Adams, Sue; Eddy, Steve (2000) Basic Literacy Skills for 16+ Chalkface Project

Adult Literacy and Basic Skills Unit The Starter Pack.  Basic Skills Agency

Basic Skills Agency (1999) The Spelling Pack.  Basic Skills Agency

Basic Skills Agency How to Teach Skimming and Scanning

Basic Skills Agency How to Teach the Drafting Process

Basic Skills Agency Building the Framework 

Daines C, Daines J and Graham (2002), Adults Learning, Adults Teaching. Welsh Academic Press 
(esp chap on Presentations)

DfES Access for All

DfES The Adult Literacy Core Curriculum 

DfES The Adult ESOL Core Curriculum

DfES. The Adult Pre-Entry Curriculum for Literacy and Numeracy

DfES. Raising Standards. A Contextual Guide to Support Success in Literacy, Numeracy and ESOL 
Provision:
- Further Education Colleges
- Work-based Learning and Work-related Learning
- Adult and Community Learning

Gittins, Rose (1998) An Introduction to Literacy Teaching  Basic Skills Agency
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Klein, C; Millar, R (1990) Making sense of spelling : a guide to teaching and learning how to 
spell  Inner London Education Authority;

Klein, C; Millar, R (1990) Unscrambling Spelling  London Language and Literacy Unit
London Language and Literacy Unit (2001) Teaching Basic Literacy to ESOL   Learners (video)

London Language and Literacy Unit Spelling to Learn: using a learning styles approach to spelling 
with dyslexic adults (video)

Nightingale J, (1997) Handwriting Skills, Training Matters

Sinclair, Julia; Arkin, Anat (1994) Improving handwriting (Chalkface Product)

Spiegel, M, Sunderland H (l999)  Writing Works, Using a Genre Approach for Teaching 
Writing  London Language and Literacy Unit

Journals

Adults Learning (NIACE)

Research and Practice in Adult Literacy Bulletin (RaPAL)

Basic Skills Bulletin

Basic Skills Agency (BSA) newsletter

Adult Basic Skills Strategy Unit (ABSSU) update

Websites

City & Guilds’ basic skills website – www.basic-skills.org.uk

Basic Skills Agency 
www.basic-skills.co.uk

Talent website
www.talent.ac.uk

Research and Practice in Adult Literacy
www.rapal.org.uk

Niace
www.niace.org.uk

Sources of information on A level English Language
www.ling.lancs.ac.uk/alevel/resources.htm

DfES
www.dfes.gov.uk/readwriteplus

London Language and Literacy Unit
www.sbu.ac.uk/lluplus

The British Dyslexia Association 
 www.bda-dyslexia.org.uk
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Further information

Further information regarding centre/scheme approval or any aspect of assessment of our 
qualifications should be referred to the relevant City & Guilds regional/national office:

Region Telephone Facsimile

City & Guilds Scotland 0131 226 1556 0131 226 1558

City & Guilds North East 0191 402 5100 0191 402 5101

City & Guilds North West 01925 897900 01925 897925

City & Guilds Yorkshire 0113 380 8500 0113 380 8525

City & Guilds Wales 02920 748600 02920 748625 

City & Guilds West Midlands 0121 359 6667 0121 359 7734

City & Guilds East Midlands 01773 842900 01773 833030

City & Guilds South West 01823 722200 01823 444231

City & Guilds London and 
South East 

020 7294 2820 020 7294 2419 

City & Guilds Southern 020 7294 2724 020 7294 2412

City & Guilds East 01480 308300 01480 308325

City & Guilds Northern 
Ireland/ Ireland

028 9032 5689 028 9031 2917

City & Guilds Customer 
Relations Unit 

020 7294 2800 020 7294 2400

Website www.city-and-guilds.co.uk

More information about City & Guilds basic skills learner and practitioner qualifications can be 
found at www.basic-skills.org.uk

Other queries
Type of query Should be directed to
General queries on City & Guilds' Customer services enquiries unit
products and services email: enquiry@city-and-guilds.co.uk

Centre/scheme approval City & Guilds regional/national office

Verification issues or queries External verifier in the first instance
on the operation of a scheme then City & Guilds regional/national office
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Use of documentation External verifier in the first instance
then City & Guilds regional/national office

For copies of publications contact Publications/Sales or order through 'Walled Garden’
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EN-00-9483


